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1 0  PURPOSE 

This procedure provides dlrection for the review of RMRS documents by the Rh4RS Quality Assurance 
organization 

This procedure unplements DOE Order 5700 6C Quality Assurance 10 CFR 830 120 Quality Assurance 
Requlrements the RMRS Quality Assurance Program Descnption (RMRS QAPD 001) and QA 05 01 Preparation 
and Control o f  RMRS Documents 

2 SCOPE 

This procedure applies to RMRS QA personnel mvolved in the review of  documents for quality affectmg activities 
or processes includmg but not llmited to policies duectives manuals procedures mstructions IWCP initiated 
work packages procurement documents scopes o f  work and plans 

This procedure does not cucumvent or relieve organizations or mdividuals from required reviews that may be 
identified in other programs or procedures 

* 
This procedure does not apply to the review of documents not specifically identified herem (I e operations orders 
shift orders etc ) 

3 DEFINITIONS 

Definitions provided herem are specific to this procedure All other unique terms may be located in the 
Qualitv Assurance Glossary of Terms found m the Site Quality Assurance Manual or m the Site 
Documents Requlrernents Manual (SDRM) Glossary of Terms 

4 RESPONSIBILITIES 

4 1  Oualitv Assurance Manager 

0 

0 

Appomt knowledgeable personnel to review documents for compliance with requuements 
Ensure appomted personnel are aware of and understand the requlrements of  this procedure 
Periodicallv review compliance with this procedure 
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4 2  gualitv Enaineen 

0 

An accountable for complllwcc with this procedure d u g  the come of reviewing documtnts 
Are accountable for mahtpElrng thew qualification as a Quality Engmeer m accordance with RMRS QA-02 0 1 
Qualification and CertificatMn of Quality Assurance Personnel 
Are responsible for p m & q  tunely rrcrponse to review requests, and escalating ISSUCS related to reviews, 
mcludmg but not lunited to scheduIe conflicts, deviations from rquuements, etc 

5 INSTRUCTIONS 

5 1 Receig 
The Quality Assurance Manager (QAM) or Quality EngSncer rrceilwi the document for review, and 
verifies the date the review u neabd, and ensures that the review is applicrwe fbr RMRS QA Reviews 
that csul not be compteted wnhm the ngwstsd tine of for which thc review should be completed by 
another organuatm, the QAM or QE will retum the document arrctpavlde an explanatmi to the 
mdividual delivemg the docmat. Rceoons for not compbag the m ~ w  should be infmally 
documented 
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5 2 2 Procurement Requisitions (PRs) should be reviewed for the following 
Appropriate application of procurement levels (ref Appendix A Procurement Level 
Application Guidance) 
Appropriate Application of  Router Codes (ref Appendix B Router Code Application 
Guidance) 

0 All attachments to the PR are identified within the Itemsi’Services Descnption section of  
the PR 
Procurement Level 1 PRs related to services should include a Statement of  Work (ref 5 2 3 
below) Revisions or extensions to existmg PRs for services requue the same level of  review 
as the origmal issuance o f  the PR Accordmgly the Statement o f  Work will be reviewed for 
contmuance o f  the service 
Procurement Level 2 PRs related to services should mclude a Statement of Work (ref 5 2 3 
below) Revisions or extensions to existmg PRs for services requue the same level of  review 
as the ongmal issuance of the PR Accordmgly the Statement of Work will be reviewed for 
contmuance of the service 
Procurement Level 1 and 2 PRs related to items should mclude concise specifications for the 
item or materials on site mspections mcludmg model numbers part numbers certificates of  
material compliance requuements calibration requuements (mcluding NIST reference as 
appropriate) warranty specifications service contracts I specifications etc 
PRs related to the procurement o f  standard office supplies or materials mcludmg computers 
and non-process specific software do not requue RMRS QA review and should be returned 

0 

0 

0 

5 2 3 Statements of  Work should be reviewed for the followmg 
0 

0 

0 

0 

0 

0 

SOWs should clearlv state the project or service objective(s) 
SOWs should mclude specific milestones and deliverables and a related schedule of 
performance or duration description 
SOWs should clearly reference applicable site infrastructure mcludmg NCRs CAPS 
trammg and quality requuements that will be unposed on the subcontractor 
SOWs should clearly mdicate references and where such references may be obtamed 
SOWs should clearly identify quantities where applicable 
SOWs should state inspection requuements and requue that subcontractors where applicable 
submit an mspection plan andlor oversight plan to ensure compliance with the SOW 
SOWs should clearly depict secunty and trammg requuements for access to the Site and the 
specific work areas 
SOWs should clearlv depict safety requuements and hazards associated with the specific 
scope o f  work and what safety documentation must be submitted by the 
su bcontractorhendor 
If the SOW is for subcontracted services and the subcontractor will be providmg measunng 
and test equipment, specifications for calibration and control must be clearly depicted 
If the SOW is for staff augmentation clear education expenence qualification and/or 
certification specifications should be clearly depicted 

0 

0 

5 2 4 Documents as defmed m the Site Documents Requuements Manual (SDRM) or 
RMRS-QA 05 01 Preparation and Control of  RMRS Documents should be reviewed for 

0 

Compliance with the governmg applicable document (ref SDRM or RMRSQA-05 01) 
The document has been developed to the appropnate critena for its intended use (I e policy 
duective procedure etc ) 
The list of reviewers is appropnate for the scope o f  the document 
Where applicable procedures and mstructions should be reviewed for mcorporation of 
acceptance criteria and use of graded approach and compliance with the RMRS and Site QA 
programs 

3 
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Documents have been reviewed by ORC and/or received a SES where applrcable If 
documents have not yet been Subjected to such reviews a clear lndtcauon should exist that 
the document will be so reviewed III the future, and prior to approval 
The document identifies the foms and/or documento generated as a result of unplementatlon 
and whether they are considend quality, or nonquality related Record disposition should 
a h  be depicted 
Plans should be reviewed m accordance wth the procedure review provisions depicted ln 

References to appropriate standards and requvcments shwM be mcluded 
Clearly dent@ roles llnd tesponsibilities should k lacluded 0 

SDRM Or RMRS-QA-05 0 1 

53 1 CommenasbouMbeQcumentedmtheformatrrqusrtadbytbcOrigraptor ormaccordancswlth 
the provuionr of S D M  or RJIRRs-QA-05 91, as spphcsbk. Caauscnts m y  be made ln margtns 
or on seperwe pager if not specific dvcctHIsu arc pnwidcd. 

5 3 3 Comments should be nsolrcd and the document reflect the changes ptor to concumnce, 
acceptance, orapprovd by tkc QE C-to whch$#ongmatmdrcwewm gQEcannot 
reach acpvanantshouldbeescalrtcdto~RMRSQAM 



Q A  REC'IEU' OF RLlRS DOCLllEUTS 

The following documents are mitiated processed or mamtained as a result of this procedure and shall be processed 
as follows 

Record Identification 

Documents YOT related to 
W-IPP/LL/LL%f 
0 Completed IWCP Closure 

Review Scorecard Forms 

7 

7 1  

7 2  

73 

7 4  

7 5  

7 6  

7 7  

7 8  

7 9  

REFERENCES 

Record Tvpe 
Determination 

Nor considered ro 
be a Qualrry 
Assurance Record 

Protection 1 Storage I Processing Instructions 
Methods I 

Quality Engmeers shall 
implement reasonable level 
of protection to prevent loss 
and/or degradation while 111 
process Document(s) shall 
be protected utillzmg 
standard office fdmg 
equipment and methods when 
not muse 

Continue prescnbed 
processmg of 
document( s) 

The completed scorecard 
will become part of the 
completed IWCP and will 
be processed m 
accordance with the 
IWCP records 
reauirements 

RMRS QAPD 001 RMRS Quality Assurance Program Descnption 

RM 06 02 RMRS Records Identification Generation and Transmittal 

DC 06 01 RMRS Document Control Program 

PROCEDURE QA-05 01 Preparation and Control of RMRS Documents 

DOE Order 5700 6C Qualitv Assurance 

10 CFR 830 120 Quality Assurance Requlrernents 

Kaiser Hill Procurement Process Desk Manual Section 47 Guides for Wntmg SOWS 

K-H Procurement System, Vol I I1 and 111 

Integrated Work Control Proweram 

I 
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APPENDIX 1 

r 

IWCP Descnption IWCP Number 

Reviewed By Review Date 

IWCP Closure Review Scorecard 

EvHknce that all post-msrdlatlon testing mquuemmts mspccUon requvements and 
acceptwkc critma have been met. 

Completed logs, system opcmbrlrty checkluf LOlTO TSR, comment end revlcw sheets, 
and/or emergency log, attached to work packagt. 

Evidence that pn>cured matmstl was venfied agamst all applicable spccificoaonr 

Evidence of calibration and control for mea!iunng and test equipment used by the RMRS 
subcontractor for subcontracted x ~ l c e o  

Reference to NCRs or CAPS that arc m W  to k resolved as result of c o m p ~  the 
W d P = W  

Evrdence that all documents procedures, and ulsrmetlons contamed rn the work prcepst 
an controlled 

correct and complete 
Incfuslon of ail approplate qdity r e d  and CTVKw of thoae mods to ensure they arc 

I 
I C*lh I swre 1 

Have all work packages associated with the pro~ect been Bcoounted f& ayes ON0 

Scoring enterlo 

NA 

0 

1 

2 

3 

4 

5 

Cntena is not applicable (Not tncluded m calculatmg Overall %on ) 

No evidence exw, unabk to rcconsUuU evrdence 

No evidence exists requlm signif-t e a r t  to complete reconstwtm of evldcnce 

Some evlcknce exists requrres p8rtiai nconsbuction of evidence, Major omwmm andlor CrtYHs drat n?quUe 

Most evidence ex- Moderate oml~sioll~ andlor errors that ragurn moderate effbrt to correct 

Almost all evidence exlsts Mum omissions and/or errors that am easily comctd 

All evidence ex- and is clear, complete and thorough A model of excellence 

significant sort to COIICCI. 

cc RMRSQA Systems Engmeer 


